EFFECTI VE AUDI O VI SUAL PRESENTATI ONS
by H Dean Chanberl ai n

Catchy title, right? Mybe, this article should be
titled, "I was there, but | could not see." or maybe, we
should call it the dreaded, "Wrst Presentation | Ever
Attended.” The point is all of us have seen, and hopeful |y
not given, presentations where the speaker had an
interesting point to nake, but because we could not see,

read, or hear the nmaterial, we lost interest in the
present ati on. A presentation was given, but it was not
effective. So what can be done to make your presentation

effective. Read on.

The devel opnent of electronic conputer presentations
has changed forever the way nost people think of naking
present ati ons. Today, anyone wth the right conputer
hardware and software can nake video presentations that
graphic artists could not make a few years ago. But being
able to nmake a presentation is not the same as knowi ng how
to make an effective presentation. The followi ng are some
suggestions for anyone planning on naking a public

present ati on. The suggestions are not made wth the
intent of insulting anyone's presentation skills or style,
past, present, or future. Qur goal is to give everyone

sone ideas to think about when planning and producing a
public presentation. Ve are defining public to nean any
presentation to any group too large to confortably view a
standard TV in a small room our comrents will not discuss

presentation content. Ohly the person giving a
presentation can know and understand what a programs
content rmust include. Content is based upon what the

presenter wants the audience to do after receiving (notice
we did not say the limting terns of only hearing or
seeing) the presentation. A presentations or nessages
have a desired audience outcone or response. In sone
cases, the result may be to purchase an item change one's
belief, support a cause, or any desired result that can be
influenced by a given mnessage. In our Case we are
pronoting avi ati on safety.

Wien considering your audi ence, be aware you need to
follow DOT/FAA policy regarding access for those wth
disabilities or special needs such as signing, etc.
Because of previous FAA policy guidance, we wll not go
into specifics on this issue other than to rem nd everyone
that it is an inportant one.



COWUTER GRAPH CS AND POWNERPAO NT SOFTWARE

Most FAA presenters have access to sonme type of
presentation software. Since PowerPoint is so common, we
will use it as our exanple software. Power Poi nt offers
presenters nore options than nost people probably need.
Power Point has a format and color conbination for just
about every type of situation. You tell PowerPoint what
you want, and it tells you how to produce it. What
Power Poi nt does not do is tell you how to use the produced
nmaterial .

Recently, we watched several different conputer

presentations in differing settings. Sone of the
presentations were in very large roons wth several
hundred peopl e. In others, the presentations were to
small groups of less than a hundred people. The roons

varied in size fromlong and narrow to w de and shall ow
The light in the roons varied fromvery dark, to dark, to
the light is keeping nme awake; bright.

In sone cases, the presentations were readable
t hroughout the room In other cases, people in the front
of the room had problens reading the naterial. You can
i magine the problens people in the back of the room had
reading the material. Sonme people sitting out on the
wings could not even see the naterial. In other cases,
the video, overhead, slide equipment, etc., used in the
presentation blocked the view of those sitting behind the
gear. In sone cases, the person giving the presentation
disrupted the briefing by either walking in front of the
screen, reading directly from the screen word by word,
speaking to the screen, and pacing in front of the screen.

The readability problens are easy to explain. They
are harder for presenters to correct. As Kodak has
explained in its many publications over the years about
effective slide and multinedia presentations, readability
in any size room is a function of such things as the
intensity of the projected light, size of type used in the
presentation, color and contrast of images, view ng angle
of the individual audience participant, and the type of
screen the image is projected upon. Those who devel oped
slide presentations in the past, knew about such topics
because of the expertise and work that went into such
producti ons.

Today, anyone wth a conputer can develop a

present ati on. The problem is the person making the
presentation seldom tests the presentation under the
conditions in which it nay be given. The fact is nost

presentations |look great to the briefer standing on the
stage or at the podium The problem is nost podiuns and
stages are in front of the room not in the back of the
room where soneone mght be struggling to read your
nateri al .
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The  best t est of any presentation is for t he
presenter/devel oper to simulate the actual presentation
conditions and to view the conplete presentation from the
| ast seat in each of the four corners of the roomto see
if the presentation if readable. In many cases, people
sitting in the front wings of a room have as great or
greater viewing problem as the person in the last seat in
the back of the room The problem is some screens are

designed to reflect light back along a rather narrow
viewing angle towards the projector. Peopl e seated
outside of that angle have a difficult time trying to view
the material. Another problem with light is it varies
with the inverse of the square of the distance. Thi s

sinply nmeans you need a lot of light for an inmage to be
seen brightly in the back of a |arge room Another factor
is the style of type used, the sinpler the better, and the
contrast between type and background. For exanple, a very
light color or white type against a dark background is
easy to read as is a very dark type against a |light
col ored background. The key is high contrast between type
and backgr ound.

Another problem is in sone cases, presenters have
little or no control over the type of projector available
or the size of the roomfor the presentation. So what can
you do' ?

You can design for the worst type situation, then if
you find yourself in an ideal room with great equipnent
you are a Wi nner. If you find your self in a poor room
wi th inadequate equi prent, you are still a winner. A good
rule of thunb is to design a presentation for an audi ence
twice the size of your expected audience. Another idea is
to always have a presentation ready that does not depend
upon visual aids. This way, if you have a problem vyou
are ready to beat Mirphy's Law about if it can happen, it
will.

So where do you start. First, if possible, find out
what type of room and equi pnrent you will have available to
use. The nore information the better. The followi ng are
a few of the types of questions to checkout. Although the
ideal systemis to have your own equi prment; equipnent you
know how to use and for which you have backup spares and
extra bul bs, conputer cables, etc., sonetines you have to
use the house equipnent. At a mninum you should call
and talk to the person responsible for the audio/visual
equi prent at the presentation site to find out what type
of equipnent is available. Ideally, you should arrange to
set up and practice your presentation at the site before
your audi ence arrives. G ve yourself enough tinme to fix
any probl ens that may devel op



BASI C PRESENTATI ON CHECKLI ST

In any case, you should check the follow ng.
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Have you developed and followed a checklist for the
equi prent you are using and presentati on you are giving?
Room si ze, di nensi ons, and access

Electrical outlets and need for extension cords Type of
sound system and nunber of mkes, etc., and check for
interference, especially if you are using wireless mkes
Nunber of people in the audi ence

Background of the audience, are they famliar wth your
subj ect matter

Seating arrangenents, wll people block your access to
your equi pment or screen or video nmonitors Wiat type of
area do you have to work in Do you have a podiumif you
need one

Do you have or need a pointer or |laser pointer Type of
proj ection equi prent avail abl e

Do you have a slide projector, overhead projector, video
projector, conputer, etc. conpatible with your slides,
tapes, conputer disk, operating software, file, or
whatever naterial you are going to use. Recently |
attended a presentation where the speaker had his slides
in a circular slide case and the available projector
used straight slide trays. In today's world of
conputers, is your conputer disk/format conpatible wth
the computer to be used?

If you are wusing an overhead projector, are your
transparencies in frames so that they wll lie flat
project evenly in focus across the frame, and block
unwant ed |ight?

Type of screen and view ng angle or nunber and size

vi deo nonitors

Type of sunlight control, dark drapes, none, etc. Type
of indoor lighting control, adjustable, etc. Equipment
that is conpatible with your conputer system etc.

Are there any outside distractions and noi se

Need for any special connectors, hardware, software,
wiring, cables, renote controls, etc.

Time and access to practice the presentation

If the audience is expected to take notes, have you
provided tables or sonme type of witing surface, etc
for themto wite on?

Do you have a |owtech program as a backup in case you
have a naj or prograni equi pment failure.



» If you are using a conputer program with a video
proj ector, have you nade a backup of the progran?

» Wienever possible, bring your own equipmrent. This is
especially inportant when wusing conputer equipnent.
Wien using someone else's conputer equipnent, be aware
that conputer viruses mght be | oaded on the conputer.

These are sone of the factors that are inportant in
pl anning any presentation. How well you know the above
factors determnes how wel |l your presentation wll be.

SOMVE FI NAL THOUGHTS ON PROGRAM DEVEL GPMVENT

Wien using electronic graphics and software such as
Power Poi nt, remenber when selecting colors for copy and
backgrounds that the higher the contrast between the
colors, the greater the probability that the copy wll be
readable in a large room Normally, what |ooks good on a
conputer screen may or nay not | ook good on a projection
system As stated earlier, the best way to check a
presentation is to use the actual equiprment you wll use
during the presentation in the room where the presentation
will be given. Miltiple video nonitors in a roomnay be a
better choice than a single large screen projection
system

Also, when listing ideas and bullet itens, it is
better to only list the topic or bullet item being
di scussed rather than all of the topics or bullets at once
if you want to keep your audience's attention.

Another idea to keep your audience's attention is to
print out your nmaterial as a handout so people won't have
to divert their attention to take unnecessary notes. The
risk is people may then read the material rather than
listening to your presentation. The good news is they
will have the exact information you wanted them to take
away fromthe neeting.

Be aware that a cluttered inmage or screen does not

always equate into a readable one. Presenting too much
information is as bad if not worse than not presenting
enough i nfornmation. Renmenber the goal is to inform or

persuade, not to confuse.

If using charts, consider a sinple 2-dinensional
chart or graph rather than a fancy 3-dinensional one that
is harder to read. The audience should not have to work
to read your charts or graphs. Col or should be used to
enhance the rapid assimlation of information, not just to
brighten or add a splash of color to a chart or graph.
The rule is one concept per slide. You have about six
seconds to give your nessage to the average person.



If using an overhead projector, always adjust the inage
for the audience, not for your own readability. If you
must read the nmaterial, use the screen as a last resort.
Better yet, make briefing notes instead.

If giving a video presentation, a snall TV or |aptop
screen placed where you can see it, nakes it easier for
you to view the presentation and narrate it.

Wien you ate satisfied with your presentation, mnake

an extra copy of it. Comput er di sks can get danaged or
erased, slides can get Ilost, and overhead projector
materi al can getdanaged. Remenber "Mirphy's Rules.” In the

presentation business,one should be witten that says,
"The noreinportant the presentation, the greater the
probability thatsomething will go wong."

Take good notes of the presentati ons you thought were good
or bad. Copy the good ideas. Avoid the bad. You shoul d
share your experience with others in the Aviation Safety
Program including your counselors. he way is to send
your conments to ne for reprinting in the ASP Newsletter.
Good | uck on your next presentation.

The final comment for a good presentation was nade by
Chuck H cks from Wstern Pacific. He said the secret to a
good presentation is to, "Practi ce, Practi ce, and
Practice."

Editor's Note: | want to thank Chuck H cks, RSPM WP, and M ke
Beiriger, RSPM @, for their comments and suggestions about these
ideas. | also want to thank the nmany people who have discussed their
ideas with me over the years on how to give a good presentation.

I would like to ask everyone to review these comments and i deas
and sent nme your comments . I WIIl then periodically update this
nmaterial for use in the ASP . Another question is what do you think
about making this guide into an ASP Presentation Quide that would be
available for distribution through the "on Denand' P- Panphl et
distribution process currently being devel oped. That way, you could
order copies for your counselors as needed. W could format the guide
into a snmall P-Panphl et size booklet. Please |let me know

One final comment, your |ocal camera store has many good books on
giving effective presentations. Your local library i3 also a good
sour ce.



